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Abstract 


In this paper, we discuss the multifaced role of English writing in the international workplace. 
Drawing upon previous research, we point out that English, as the main lingua franca, supports 
a variety of writing practices in the workplace, and so it presents both significant value and 
challenges for internationally operating individuals and organizations. In the initial sections of 
the paper, we review the importance and frequency of the English writing activities that 
facilitate communication and collaboration in the international workplace. We conclude this 
discussion by presenting three implications of good writing practices in the workplace for 


individuals and organizations. 


Keywords: international workplace, English writing skills, workplace writing tasks, 


business English as lingua franca, written communication 
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The ability to write effectively is an important workplace skill across professions and 
business sectors. In general, writing serves as a core medium for communication and activity in 
the workplace—it maintains workplace operations that range from everyday in-house staff 
communication to high-stakes negotiation procedures with clients. Nearly all job postings 
advertise the so-called soft skills in a job position, frequently detailing descriptions such as 
“strong command in writing skills” or “excellent written communication skills” under preferred 
requirements (Messum et al., 2016). 

On this note, workplace writing is perceived as a high-stakes activity, which has 
implications for all involved parties, including the organization as a whole. A poorly constructed 
e-mail may have cascading effects, such as causing a colleague to miss an important meeting or, 
in more extreme cases, jeopardizing a growing partnership with a new business lead (Manning, 
2016). Writing is often a complex activity in the professional sphere—it involves a 
communicative purpose (such as persuasion) that needs to be tailored to an audience (Machili, 
2014), which underscores the particular significance of the accessibility of the content and 
language used by a writer. 

The prominence placed on writing in the workplace has intensified in the international 
business environment, where English is often used as the language of communication 
(Louhiala-Salminen, 2009). With business expanding in the international sphere (Tenzer et al., 
2017), professionals are now tasked with working in concert with not only their local 
colleagues, but also their collaborators from different parts of the world. In this context, 
professionals, particularly those who use business English as lingua franca? (hereafter BELF) 
(Louhiala-Salminen, 2009), experience a wide variation in business interactions as well as the 
types, functions, and structure of documents they need to produce (Hyland, 2013). This 
evolution in the linguistic landscape in the workplace, in addition to the general complexities 
inherent in workplace writing, underscores the need for business decision-makers and job 
candidates alike to be aware of the importance of English writing skills in the current business 
environment. 

Building upon this context, in this paper, we outline in more detail why writing, 


particularly writing that involves the use of BELF, has been and continues to be a conduit for 
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international business activities. Drawing upon the insights and business practices documented 
in previous research, we further lay out the implications that good English writing practices 
have for different stakeholders involved in the process. Ultimately, we aim to suggest a 
systematic way for business professionals to think about the relevance and importance of 
English writing activities in an international business context, as well as the skills required to 


excel in these activities. 


The Value of English Writing Skills in the International Workplace 
Given the dominant role of BELF in the international workplace, there is a need to 
effectively communicate and compose in English (Fredriksson et al., 2006; Peirson-Smith et al., 
2010). In this section, we briefly summarize research that has surveyed professionals’ perceived 
importance of English writing skills. We then touch upon two strands of research findings as 
they pertain to English writing in the workplace: first, English writing and business 


communication, and second, English writing in standardized professional documents. 


English Writing Skills Are Perceived To Be Important 

Survey research has shown that professionals believe writing skills are important in the 
international workplace. For instance, in two separate studies, Schmidgall and Powers (2020a, 
2020b) surveyed a total of 200 professionals (100 in each study) who were employed in a 
variety of industries and regions where English is used as the official working language. Close to 
80% of the respondents in each study indicated that English writing skills were “important” or 
“very important” in their workplace. Similarly, Kim (2019) surveyed 148 Korean professionals 
working in multinational corporations and found that workplace tasks involving English writing 
skills were rated as the most, if not moderately, important of all 16 surveyed tasks. These 
included tasks such as writing e-mails, business reports, and contracts in English. These findings 
accord with Moore et al. (2015), in which 83% of the 71 surveyed employers indicated that 
English writing skills were either “important” (38%) or “very important” (45%) in the workplace 
routines of early-career professionals. 

It is worth noting that while writing skills are typically rated as important, professionals 


do not necessarily prioritize writing over other language skills (i.e., reading, speaking, listening). 


RM-20-07 2 


S. Lee & J. Schmidgall Importance of English Writing Skills 


On the one hand, reading and writing skills in English tend to be collectively perceived as 
essential, foundational workplace language competencies (Kassim & Ali, 2010; Lung, 2014; 
Spence & Liu, 2013). On the other hand, prioritization of specific skills may vary widely within 
and across organizational contexts and professions. For instance, a survey of 788 Japanese 
graduates by Tartan et al. (2014) suggested an industry-specific demand in the usage of English 
skills in the workplace. While “speaking in English with colleagues” was highly valued in 
industries such as logistics and storage (where spoken correspondence is generally highly 
valued), professionals working in sectors such as finance and insurance and trading (where 
record keeping and documentation is vital) indicated a high demand for reading and writing 
skills in English. 

Thus, while English writing skills appear to be valued by professionals in the 
international workplace, industries and professions vary in terms of their English needs and use 
of specific English skills. It is thus necessary to consider that individual professionals or 
organizations may vary in the way they understand why English writing skills are important or 


the outcomes associated with English writing skills. 


English Writing Facilitates Business Communication 

The use of English in written correspondence has allowed both external and internal 
business communication to become more straightforward and direct (Kankaanranta & Planken, 
2010). Business professionals frequently encounter the challenge of dealing with multinational 
business counterparts and colleagues who differ in multiple ways in how they interpret and 
process written communication. Business communication is also characterized by its immediacy 
(Crystal, 2000); in most cases, an instant answer is expected of business contacts (Carrid-Pastor 
& Mufiz Calder6n, 2012). In this environment, the directness (i.e., explicitness and clarity in the 
message) that English written communication conveys appears to be of high practical value 
(Fairbrother, 2018; Rogers, 2014). 

For example, researchers interviewed 27 business professionals situated in the Nordic 
region about their perceptions of English as the language of work (Kankaanranta & Planken, 
2010). When professionals were asked to describe how they communicate with their 


international correspondents, both Dutch- and Finnish-speaking employees prioritized clarity in 
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conveying their message. More precisely, for these professionals, the level of directness 
appropriate for written communication was intertwined with the time-sensitive nature of 
business communication. In order to avoid multiple chains of follow-ups and double-checking 
the initial message, they reported using “simplified English” in communication, which was 
further characterized as “explicit (unambiguous), simple (without complex words or structures), 
and compact (without unnecessary words, repetition)” (Kankaanranta & Planken, 2010, pp. 21- 
22). These instances also show that professionals were making substantial effort toward 
cooperation and collaboration to facilitate their interactants’ understanding of the initial 
message. 

Using English in written communication, particularly within an organization, may also 
have symbolic and practical importance in facilitating communication and information transfer 
within and across cross-border units and multinational colleagues (Tienari, 2009). One dramatic 
example of this point occurred when researchers documented the aftermath of the switch of 
corporate languages as a result of a Swedish—Finnish bank merger (Vaara et al., 2005). Ina 
series of interviews, Finnish monolingual employees described how they were initially 
disempowered in internal communication under the policy of Swedish as the corporate 
language. They depicted instances when they were deprived of direct engagement with 
management and colleagues, including being excluded in chains of communication and, at 
times, important meetings. This perception changed when the company changed its language 
policy to English a few years later. Finnish-speaking employees reported a shift in the balance of 
power dynamics that had been inherent in internal communication, which they felt improved 
professional equality vis-a-vis their Swedish colleagues and supervisors. 

The practical and symbolic benefits of English written communication may involve 
trade-offs. Increasing the directness in written messages could be “face-threatening” to 
interactants with different cultural values and orientations toward communication (Louhiala- 
Salminen et al., 2005), and power dynamics may still exist due to the wide variation in 
professionals’ English proficiency (Chew, 2005). However, there is little question as to whether 


English written communication is a viable option among competing BELF alternatives (e.g., 
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Chinese; Kubota, 2013), given how English functions as the most prevailing BELF for operating 


business at a global scale (Nickerson, 2005). 


English Writing Standardizes Professional Workplace Documents 

Another practical need for BELF writing arises from the increasing standardization of 
workplace documents in choices of language, content, and formats (Jorgensen, 2005). As 
international organizations largely depend upon export and operations, professionals are 
tasked with interpreting and at times constructing highly contextualized, legislative documents 
(e.g., contracts, agreements, annual reports). These specialized genres of documents are often 
distinctive in stylistic features and formal register of English, which often causes challenges for 
professionals who are unfamiliar with western rhetorical traditions (M. Y. Park et al., 1998). 
Consequently, effective writing in this context requires a systematic effort to internalize the 
inherent rules of a given genre, which may require years of on-the-job experience (Moore & 
Morton, 2017). It is also worth noting that in some business contexts (e.g., accounting, finance), 
the need to conform to restrictions in producing professional texts in English is imperative 
insofar as failing to do so may impose additional legal and business costs (Passera et al., 2017). 

English is also widely used for public relations purposes as international organizations 
strive to access a global audience and clientele. This is motivated by the potential of English- 
medium communication to reach the largest possible global audience (Planken et al., 2010). 
Against this backdrop, print advertising and reporting in English has become an international 
norm in order to make company information globally accessible. For instance, most 
multinational corporations standardize promotional texts such as advertisements and annual 
reports in an English version in order to serve potential investors and foreign board members 


with diversified nationalities (De Groot et al., 2015). 


The Key Workplace Tasks Where English Writing Skills Are Used 
Researchers have been aware of the importance of writing skills for business operations 
for decades (Cassady & Wasson, 1994; Evans & Green, 2003) and sought to identify the types 
and frequency of writing practices used in workplaces across the world. This research is 


interdisciplinary and often surveys professionals in identifying their English language and 
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communication needs in the workplace (Lung, 2014). In this section, we summarize the 
research findings on the kinds of English writing activities commonly identified by workplace 


professionals. 


Individuals Use English Writing Skills for Everyday Communicative Tasks 

A robust finding from survey research of English writing in the workplace is that English 
writing skills fuel the day-to-day corresponding practices of business professionals (Qing, 2016). 
Much of the evidence for this finding comes from the accounts of professionals employed in a 
wide spectrum of professions and industries, ranging from general business sectors such as 
engineering and commerce (Cho, 2011; Evans, 2012; Kim, 2019; Rajprasit & Hemchua, 2015; 
Spence & Liu, 2013) to more specialized industries such as hospitality (Lung, 2014) and textile 
businesses (Li So-mui & Mead, 2000). This general finding from research with professionals 
across different industries is in part reflective of their use of English for a variety of genres of 
correspondence (e.g., e-mails, fax, business letters). With the advancement of technology and 
the fast-paced nature of the globalized communication, e-mail, in particular, has been 
identified as a dominant channel for business communication (Evans, 2012). 

Research evidence has suggested that e-mail writing in English is especially common in 
Asian-Pacific business contexts where major multinational organizations are located (J. S.-Y. 
Park, 2011). In a survey of Thai professionals, Hiranburana (2017) reported that about 97% of 
those surveyed indicated that writing e-mails in English was the task they carried out most 
frequently. Spence and Liu (2013) surveyed process integration engineers in Taiwan’s high-tech 
industry and found that about 98% of them were engaging in writing e-mails in English either 
daily or at least two to three times a week. Cho (2011) also reported a relatively high frequency 
of English e-mail use based on a survey of Korean professionals. Cho found that on a daily basis, 
professionals reported reading through 63 incoming e-mails from their overseas associates and 
supervisors and writing 19 e-mails in English. 

Research focused on the details of day-to-day activities of professionals in the 
international workplace has reached similar conclusions about the frequency and importance of 
writing e-mails in English. Evans (2012) traced a typical work week of four individuals from 


different professions in Hong Kong, who interchangeably used both their first language 
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(Cantonese Chinese) and English for internal and external correspondence. Through a self- 
report checklist, respondents indicated that they dealt with reading a massive volume of e-mail 
messages per week (e.g., 300-400) in both working languages. However, a stark difference was 
found in how they composed outgoing messages. For instance, Don, a compliance manager of a 
Chinese bank, spent a higher proportion of his time responding to incoming e-mails in English 
for both internal and external counterparts (107 minutes and 92 minutes, respectively) than he 
would in Chinese (47 minutes and O minutes respectively). In addition, the volume of outgoing 
messages was more profound in Don’s correspondence in English (29 outgoing e-mails in 
response to 55 incoming e-mails) than in Chinese (17 outgoing e-mails in response to 89 
incoming e-mails). These findings indicate that written business correspondence, at least for 
these professionals, was not only frequent, but also centralized in English. 

Overall, research generally has indicated that English writing skills facilitate 
correspondence in the international workplace. In particular, e-mail continues to be the 
dominant form of written workplace communication, channeling the flow of activities and 


interaction within and across professions and industries. 


Teams Collaborate Through the Medium of Written English 

Team collaboration is integral to the writing practices in the contemporary workplace 
(Bremner, 2010). Although the specific dynamics of collaboration differ across organizations 
and industries, workplace collaborative writing includes “all activity and communication, 
surrounding the construction of texts by multiple contributors” (Bremner et al., 2014, p. 151). 
In other words, collaborative writing involves not only multiple authors creating text, but also 
strategic negotiation and coordination of the editing and reviewing processes that facilitate a 
coherent, unified document. 

Research in the domain of BELF has only recently focused on the practices of non- 
English-speaking professionals and how they collaborate during the writing process. In an 
exemplary study, researchers interviewed 16 executives working in the public relations industry 
in Hong Kong where English is used for creating promotional texts within a team setting 
(Peirson-Smith et al., 2010). The executives collectively described a typical pattern of 


collaboration within teams, creating two-person teams by pairing a more experienced writer 
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with a less experienced one. In this case, each writer would take on a different role. For 
example, the less experienced writer would be tasked with doing the ground work of 
translating, gathering materials, and often writing a first draft, while the more experienced one 
would proofread and finalize the written piece. Respondents perceived this relationship to be 
not a solely hierarchal one; in order to maximize creative collaboration to the fullest, executives 
believed it was vital to incorporate effective mentoring/scaffolding for the less experienced 
member in the writing process. 

Another implication of Peirson-Smith et al.’s (2010) study is that collaborative writing 
can be very challenging in the context of the international workplace. For instance, a few 
native-English-speaking expatriates taking the role of managers noted that language becomes a 
barrier for successful collaboration among employees when English proficiency is insufficient. 
This finding highlights the additional challenges that professionals with limited English writing 
skills may face both in functioning and in growing their careers within an organizational context 
that promotes or requires team collaboration. 

To summarize, research has suggested collaborative writing is a frequently occurring, 
and at times, dominant practice in the globalized workplace (Bhatia & Bremner, 2014). Because 
of the possibility of language-specific issues hindering the collaborative process, employees and 
organizations should consider the importance of collaborative writing in their context and the 


implications for professionals with limited English proficiency. 


Key implications of English Writing Skills in the International Workplace 
In the previous sections, we focused on research related to the importance and 
frequency of workplace English writing activities. Based on this research, we concluded that 
workplace English writing can facilitate various facets of international business operations such 
as communication and collaboration among professionals. In this section, we present three 
implications of good writing practices in the workplace. Some of these practices have 
immediate, practical concerns for individual professionals, while others have longer term 


ramifications for an organization as a whole. 
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Implications for Organizations 

While English writing plays a key role in the advancement of one’s professional career in 
the international workplace setting (Qing, 2016), it is also in the interest of the organization and 
the fulfillment of its business objectives. As core business assets, professional texts produced in 
the workplace define and extend the organization’s goals and mission. Writing is a powerful 
and influential activity, which directly dictates the success or failure of essential operations. 

Research has produced dramatic yet realistic accounts of how miscommunication 
emanating from less-than-desirable English writing practices of professionals can have a 
damaging effect on a company’s reputation. Manning (2016) analyzed threads of e-mail 
communication among three Korean professionals employed in a small-to-medium enterprise 
(SME) and their overseas suppliers and associates. In general, all examined professionals 
experienced varying degrees of difficulty in executing written communication in English. In 
most cases, these difficulties involved a series of routine mishaps stemming from awkward 
choices of technical terms or phrases, which, fortunately, did not seem to cause major 
comprehension issues for the overseas recipients. One critical incident, however, almost 
jeopardized a multi-million-dollar negotiation process with a new supplier. “Tom,”? an 
employee who had relatively less developed English writing skills, copied an incorrect sample of 
an old e-mail and sent it to a representative without tailoring the contents to accord with the 
negotiation in process. Being the head of the company’s research and development, Tom rarely 
needed to be in direct contact with a supplier as part of his everyday work. However, because 
the organization was understaffed with individuals competent enough to write business 
correspondence (which is the reality of most financially ill-equipped SMEs), Tom had to step up 
on this occasion and, unfortunately, was unprepared. Consequently, the alarmed recipient 
contacted the CEO of Tom’s organization, expressed a distrust in the way the company handled 
external communication, and questioned the prospect of engaging in further business with the 
firm. 

Although damaging incidents due to insufficient English writing skills may occur less 
frequently in larger organizations equipped with a multilingual workforce, the underlying 


challenges of writing and communicating in English may resonate in many globalized 
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workplaces where English is used as a medium to communicate and maintain the company 
brand. In this context, it is possible that poorly shaped texts in the working language may 
unintentionally subvert organizational efforts by undermining important business relationships 
and ultimately financial gains. 

Workplace writing is not only vital to develop and sustain the external credibility of an 
organization, it is also a tool to maintain internal communication within an organization. 
Internal communication is defined as “all formal and informal communication taking place 
internally at all levels of an organization” (Kalla, 2005, p. 306), spanning the managerial or 
corporate-wide communication functions of an organization. 

In general, international workplace environments benefit from knowledge sharing 
between all associated units. However, research has suggested that the benefits of knowledge 
sharing are particularly vulnerable to how information is altered as it flows within and across 
employees and units, including overseas subsidiaries. Welch et al. (2005) pointed out that lack 
of clarity in written communication undermines the information flow between a company 
headquarters and its subsidiaries. Lack of clarity may have a cascading effect on subsidiary staff 
wherein incoming messages and relevant information sent to them are discarded. When 
written English becomes a barrier of essential communication, organizations may try to 
improve communication by translating the written English text to a local language. However, 
this practice may result in an enhanced risk of altering features of the intended message each 
time a text is translated, which can cause or increase inequalities and inaccuracies in knowledge 
or information sharing among cross-border branches and subsidiaries (Fai & Piekkari, 2003). 

From a broader perspective, internal communication can be viewed as a vehicle for 
promoting the well-being of employees and the performance of the organization in the long 
haul (Louhiala-Salminen & Kankaanranta, 2012). This functionality specifically takes up an 
essential part of the cross-border contacts and managerial processes where a unified corporate 


language, such as English, coordinates important aspects of business operations. 


Implications for Individual Professionals 
Lastly, writing skills potentially make a big difference in how an individual is perceived 


and functions in an organization. In the broader corporate sphere, employers and business 
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representatives alike stress the importance of having a good grip on the so-called soft skills, 
namely, professional writing and written communication skills. However, what makes 
individuals stand out and present themselves professionally is not only bound to their broader 
communication skills, but also to their ability to adapt their writing to suit the demands of their 
immediate profession and organization. 

Managers interviewed in Moore and Morton’s (2017) study, for instance, suggested that 
a person “getting the job done” is one who is capable of recognizing “the specific circumstances 
and constraints that shape any writing episode (purpose, audience, etc.) in the workplace” 

(p. 603). In the public relations industry, this implied writing in simplified, plain language to 
communicate with stakeholders with varying backgrounds. For an environmental scientist, this 
meant possessing a range of writing skills to produce documents of varying degrees of formality 
and technicality. Writers who lacked the ability to orient text toward the targeted purpose or 
audience were poorly equipped to serve the exact needs of the job and were at risk of being 
conceived of as having a “deficiency” in writing and, ultimately, in managing their job 
responsibilities. 

Challenges with written communication have implications for professionals whose 
working language is their second or foreign language, or specifically within the current 
discussion, English. For one, although on-the-job writing skills are prioritized and valued in 
general, non-English-speaking professionals may be in the midst of developing the basic 
foundations of English writing suitable for functioning in the workplace. Existing challenges may 
be exacerbated by specific organizational constraints. In SMEs, some professionals may lack the 
appropriate skill sets or organizational support for executing basic communications operations 
(e.g., Manning, 2016); in larger multinational organizations, some may be in an inferior position 
to their colleagues who are fluent in the working language (e.g., Vaara et al., 2005). In either 
environment, the professionals concerned may easily be overlooked, perceived as unqualified, 
or disempowered in managerial communication or mentoring opportunities (Peirson-Smith et 
al., 2010). 

To address challenges with written communication in English in the international 


workplace, researchers encourage professionals to focus more on strategic use of the English 
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language, rather than attempting to master it or attain “native-like” competence (Louhiala- 
Salminen & Kankaanranta, 2012). This strategic practice is characterized by foregrounding user 
comprehension of the content to “get the job done” (Rogers, 2014, p. 174). This involves 
professionals making appropriate use of “the general business-related vocabulary, the specific 
technical jargon” (Kankaanranta & Planken, 2010, p. 18) commonly shared in the workplace 
community rather than focusing on grammatical or syntactical correctness while 
communicating. At the same time, professionals should conform to conventional 
communication attributes such as maintaining “clarity, brevity, directness, and politeness” in 
their messaging (Kankaanranta & Planken, 2010, p. 31). 

In addition, professionals should proactively seek ways to solidify and expand on their 
English writing repertoire in order to maintain their credibility within their profession and 
organization. As several studies have suggested, this practice includes taking full advantage of 
on-the-job language training and mentoring from senior staff and utilizing external resources 


where they become available (Moore & Morton, 2017; Peirson-Smith et al., 2010). 


Conclusion 

In this paper, we have discussed the multifaced role of English writing in the 
international workplace by drawing upon interdisciplinary accounts of business stakeholders 
and scholars. We have pointed out that English is often used as the main BELF in the globalized 
workplace and is evident in a variety of writing practices that have important outcomes for 
internationally operating individuals and organizations. We have touched upon the roles of 
English writing in facilitating business communication, standardizing specialized business 
documents, and enabling collaboration in a multifaced team environment. 

For individuals and organizations who operate (or expect to operate) in a context where 
English writing skills have important outcomes, the next step is to consider the extent to which 
these skills have been adequately developed and how they can be enhanced. We consider this 
discussion to be an important stepping stone in helping professionals and organizations as a 
whole to reflect on their own context and to gain a deeper, more profound understanding of 
the complexities inherent in English-medium correspondence and, ultimately, to develop and 


maintain successful business operations in the globalized era (Piekkari et al., 2014). 


RM-20-07 12 


S. Lee & J. Schmidgall Importance of English Writing Skills 


References 
Bhatia, V., & Bremner, S. (Eds.). (2014). The Routledge handbook of language and professional 
communication. Routledge. https://doi.org/10.4324/9781315851686 


Bremner, S. (2010). Collaborative writing: Bridging the gap between the textbook and the 
workplace. English for Specific Purposes, 29(2), 121-132. 
https://doi.org/10.1016/j.esp.2009.11.001 


Bremner, S., Peirson-Smith, A., Jones, R., & Bhatia, V. (2014). Task design and interaction in 
collaborative writing: The students’ story. Business and Professional Communication 


Quarterly, 77(2), 150-168. https://doi.org/10.1177/2329490613514598 


Carrid-Pastor, M. L., & Mufiz Calderon, R. (2012). Lexical variations in business e-mails written 
by non-native speakers of English. LSP Professional Communication, Knowledge 
Management, Cognition, 3(1), 4-13. 


https://rauli.cbs.dk/index.php/Ispcog/article/view/3469/3868 


Cassady, M., & Wasson, L. (1994). Written communication skills of international business 
persons. The Bulletin of the Association for Business Communication, 57(4), 36—40. 


https://doi.org/10.1177/108056999405700407 


Chew, K.-S. (2005). An investigation of the English language skills used by new entrants in banks 
in Hong Kong. English for Specific Purposes, 24(4), 423-435. 
https://doi.org/10.1016/j.esp.2005.02.004 


Cho, A. (2011). An analysis of factors associated with e-mail stress focused on office workers in 


multinational company [Unpublished master’s thesis]. Ewha Womans University. 
Crystal, D. (2000). English as a global language. Cambridge University Press. 


Cuypers, |. R. P., Ertug, G., & Hennart, J.-F. (2015). The effects of linguistic distance and lingua 
franca proficiency on the stake taken by acquirers in cross-border acquisitions. Journal 


of International Business Studies, 46(4), 429-442. https://doi.org/10.1057/jibs.2014.71 


RM-20-07 13 


S. Lee & J. Schmidgall Importance of English Writing Skills 


De Groot, E., Nickerson, C., Korzilius, H., & Gerritsen, M. (2015). Picture this: Developing a 
model for the analysis of visual metadiscourse. Journal of Business and Technical 


Communication, 30(2), 165-201. https://doi.org/10.1177/105065 1915620235 


Evans, S. (2012). Designing e-mail tasks for the business English classroom: Implications from a 
study of Hong Kong’s key industries. English for Specific Purposes, 31(3), 202-212. 
https://doi.org/10.1016/j.esp.2012.03.001 


Evans, S., & Green, C. (2003). The use of English by Chinese professionals in post-1997 Hong 
Kong. Journal of Multilingual and Multicultural Development, 24(5), 386-412. 
https://doi.org/10.1080/01434630308666507 


Fai, F., & Piekkari, R. (2003, December 11-23). Language issues in cross-border strategic 
alliances: An investigation of technological knowledge transfers [Paper presentation]. 
The Twenty-Ninth European International Business Academy (EIBA) Annual Conference, 


Copenhagen, Denmark. 


Fairbrother, L. (2018). The management of everyday English interactions in the Japanese 
branches of European multinationals. In T. Sherman & J. Nekvapil (Eds.), English in 
business and commerce: Interactions and policies (pp. 149-171). De Gruyter Mouton. 


https://doi.org/10.1515/9781501506833-007 


Fredriksson, R., Barner-Rasmussen, W., & Piekkari, R. (2006). The multinational corporation as a 
multilingual organization: The notion of a common corporate language. Corporate 
Communications: An International Journal, 11(4), 406-423. 


https://doi.org/10.1108/13563280610713879 


Hiranburana, K. (2017). Use of English in the Thai workplace. Kasetsart Journal of Social 


Sciences, 38(1), 31-38. https://doi.org/10.1016/j.kjss.2015.10.002 


Hyland, K. (2013). ESP and writing. In B. Paltridge & S. Starfield (Eds.), The handbook of English 
for specific purposes (pp. 95-113). John Wiley & Sons. 
https://doi.org/10.1002/9781118339855.part1 


RM-20-07 14 


S. Lee & J. Schmidgall Importance of English Writing Skills 


Jorgensen, P. E. F. (2005). The dynamics of business letters: Defining creative variation in 
established genres. In P. Gillaerts & P. Gotti (Eds.), Genre variations in business letters 


(pp. 147-178). Peter Lang. 


Kalla, H. K. (2005). Integrated internal communications: A multidisciplinary perspective. 
Corporate Communications: An International Journal, 10(4), 302-314. 


https://doi.org/10.1108/13563280510630106 


Kankaanranta, A., & Planken, B. (2010). BELF competence as business knowledge of 
internationally operating business professionals. International Journal of Business 


Communication, 47(4), 380-407. https://doi.org/10.1177/0021943610377301 


Kassim, H., & Ali, F. (2010). English communicative events and skills needed at the workplace: 
Feedback from the industry. English for Specific Purposes, 29(3), 168-182. 
https://doi.org/10.1016/j.esp.2009.10.002 


Kim, B.-J. (2019). A basic study on the selection of educational contents for cultivating global 
business communication competence. Journal of Digital Convergence, 17(2), 91-100. 


https://doi.org/10.14400/JDC.2019.17.2.091 


Kubota, R. (2013). ‘Language is only a tool’: Japanese expatriates working in China and 
implications for language teaching. Multilingual Education, 3, Article 4. 


https://doi.org/10.1186/2191-5059-3-4 


Li So-mui, F., & Mead, K. (2000). An analysis of English in the workplace: The communication 
needs of textile and clothing merchandisers. English for Specific Purposes, 19(4), 351- 
368. https://doi.org/10.1016/S0889-4906(99)00011-3 


Louhiala-Salminen, L. (2009). Business communication. In F. Bargiela-Chiappini (Ed.), The 


handbook of business discourse (pp. 305-316). Edinburgh University Press. 


Louhiala-Salminen, L., Charles, M., & Kankaanranta, A. (2005). English as a lingua franca in 
Nordic corporate mergers: Two case companies, English for Specific Purposes, 24(4), 


401-421. https://doi.org/10.1016/j.esp.2005.02.003 


RM-20-07 15 


S. Lee & J. Schmidgall Importance of English Writing Skills 


Louhiala-Salminen, L., & Kankaanranta, A. (2012). Language as an issue in international internal 
communication: English or local language? If English, what English? Public Relations 


Review, 38(2), 262-269. https://doi.org/10.1016/j.pubrev.2011.12.021 


Lung, J. (2014). A blended needs analysis: Critical genre analysis and needs analysis of language 
and communication for professional purposes. In V. Bhatia & S. Bremner (Eds.), The 
Routledge handbook of language and professional communication (pp. 257-273). 


Routledge. 


Machili, |. (2014). Writing in the workplace: Variation in the writing practices and formality of 
eight multinational companies in Greece [Unpublished doctoral dissertation]. University 


of the West of England. 


Manning, S. J. (2016). A case study on English at work in Korea. International Journal of Foreign 


Studies, 9(1), 3-31. https://doi.org/10.18327/ijfs.2016.06.9.3 


Messum, D., Wilkes, L., Peters, K., & Jackson, D. (2016). Content analysis of vacancy 
advertisements for employability skills: Challenges and opportunities for informing 
curriculum development. Journal of Teaching and Learning for Graduate Employability, 


7(1), 72-86. https://doi.org/10.21153/jtlge2016vol7nolart582 


Moore, T., & Morton, J. (2017). The myth of job readiness? Written communication, 
employability, and the “skills gap” in higher education. Studies in Higher Education, 
42(3), 591-609. https://doi.org/10.1080/03075079.2015.1067602 


Moore, T., Morton, J., Hall, D., & Wallis, C. (2015). Literacy practices in the professional 
workplace: Implications for the IELTS reading and writing tests (Research Reports Online 


Series No. 1, 2015). IELTS. https://www.ielts.org/-/media/research- 


reports/ielts online rr_2015-1.ashx 


Nickerson, C. (2005). English as a lingua franca in international business contexts. English for 


Specific Purposes, 24(4), 367-380. https://doi.org/10.1016/j.esp.2005.02.001 


RM-20-07 16 


S. Lee & J. Schmidgall Importance of English Writing Skills 


Nickerson, C., & Crawford Camiciottoli, B. (2013). Business English as a lingua franca in 
advertising texts in the Arabian Gulf: Analyzing the attitudes of the Emirati community. 
Journal of Business and Technical Communication, 27(3), 329-352. 


https://doi.org/10.1177/1050651913479930 


Park, J. S.-Y. (2011). The promise of English: Linguistic capital and the neoliberal worker in the 
South Korean job market. /nternational Journal of Bilingual Education and Bilingualism, 


14(4), 443-455. https://doi.org/10.1080/13670050.2011.573067 


Park, M. Y., Dillon, W. T., & Mitchell, K. L. (1998). Korean business letters: Strategies for 
effective complaints in cross-cultural communication. Journal of Business 


Communication, 35(3), 328-345. https://doi.org/10.1177/002194369803500302 


Passera, S., Kankaanranta, A., & Louhiala-Salminen, L. (2017). Diagrams in contracts: Fostering 
understanding in global business communication. /EEE Transactions of Professional 


Communication, 60(2), 118-146. https://doi.org/10.1109/TPC.2017.2656678 


Peirson-Smith, A., Bhatia, V., Bremner, S., & Jones, R. (2010). Creative English and public 
relations in Hong Kong. World Englishes, 29(4), 523-535. 
https://doi.org/10.1111/j.1467-971X.2010.01679.x 


Piekkari, R., Welch, D. E., & Welch, L. S. (2014). Language in international business: The 
multilingual reality of global business expansion. Edward Elgar Publishing. 


https://doi.org/10.4337/9781784710996 


Planken, B., van Meurs, F., & Radlinska, A. (2010). The effects of the use of English in Polish 
product advertisements: Implications for English for business purposes. English for 


Specific Purposes, 29(4), 225-242. https://doi.org/10.1016/j.esp.2010.06.003 


Qing, X. (2016). English language training in the workplace: Case studies of corporate programs 


in China. Springer. https://doi.org/10.1007/978-3-319-30157-0 


RM-20-07 17 


S. Lee & J. Schmidgall Importance of English Writing Skills 


Rajprasit, K., & Hemchua, S. (2015). The English language & communication in the international 
workplace: An examination of Thai computer engineering professionals. The Southeast 


Asian Journal of English Language Studies, 21(3), 109-124. 


Rogers, P. S. (2014). Management communication: Getting work done through people. In V. 
Bhatia & S. Bremner (Eds.), The Routledge handbook of language and professional 


communication (pp. 165-192). Routledge. 


Schmidgall, J., & Powers, D. E. (2020a). Predicting communicative effectiveness in the 
international workplace: Support for TOEIC° Speaking test scores from linguistic 
laypersons. Language Testing. Advance online publication. 


https://doi.org/10.1177/0265532220941803 


Schmidgall, J., & Powers, D. E. (2020b). TOEIC’ Writing test scores as indicators of the functional 
adequacy of writing in the international workplace: Evaluation by linguistic laypersons. 
Assessing Writing. Advance online publication. 


https://doi.org/10.1016/j.asw.2020.100492 


Spence, P., & Liu, G.-Z. (2013). Engineering English and the high-tech industry: A case study of 
an English needs analysis of process integration engineers at a semiconductor 
manufacturing company in Taiwan. English for Specific Purposes, 32(2), 97-109. 
https://doi.org/10.1016/j.esp.2012.11.003 


Tartan, S., Ojima, M., & Imai, Y. (2014). Sophia alumni’s English needs and usage at workplace. 


Sophia University. 


Tenzer, H., Terjesen, S., & Harzing, A. (2017). Language in international business: A review and 
agenda for future research. Management International Review, 57, 815-854. 


https://doi.org/10.1007/s11575-017-0319-x 


Tienari, J. (2009). On the symbolic (and practical) benefits of English language in multinational 
corporations. In L. Louhiala-Salminen & A. Kankaanranta (Eds.), The ascent of 
international business communication (pp. 251-258). Helsinki School of Economics. 


http://epub.lib.aalto.fi/pdf/hseother/b109. pdf 


RM-20-07 18 


S. Lee & J. Schmidgall Importance of English Writing Skills 


Vaara, E., Tienari, J., Piekkari, R., & Santti, R. (2005). Language and the circuits of power ina 


merging multinational corporation. Journal of Management Studies, 42(3), 595-623. 


https://doi.org/10.1111/j.1467-6486.2005.00510.x 


Welch, D., Welch, L., & Piekkari, R. (2005). Speaking in tongues: The importance of language in 
international management processes. /nternational Studies of Management & 


Organization, 35(1), 10-27. https://doi.org/10.1080/00208825.2005.11043723 


RM-20-07 19 


S. Lee & J. Schmidgall Importance of English Writing Skills 


Notes 
1 lingua franca is typically conceptualized as “a common language different from the parties’ 
native language, very often English” (Cuypers et al., 2015, p. 430). Business English as lingua 
franca (BELF) takes more of an inclusive view that English is “a neutral means of communication 
that frequently co-exists alongside other local languages” (Nickerson & Crawford Camiciottoli, 
2013, p. 4), one that embraces interaction with native speakers of English (Kankaanranta & 
Planken, 2010). 


* Individuals were renamed to protect their identities. 
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